PERforM: Creating Special and Probationary Appraisals

Creating Special and Probationary Appraisals

The process to create Special and Probationary Appraisals is almost identical to the
process used to create Annual Appraisals. To create either a Special or Probationary
Appraisal, the Rater will click the Create New Appraisal link from their Home Page:
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This will take the Rater to a screen listing the employees he or she supervises. The Rater

will select the employee for whom the appraisal is to be created by clicking the employee’s
name.
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The Rater will be taken to the Select Appraisal Type screen to select the type of appraisal
(Special or Probationary) they want to create for the employee. The Rater will select the
appraisal type from the drop down box and click “OK.”
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Employee Name LEVY | KELLY ANN Organization PERS-STAFF
Jab Title TRATNING TECH I Supervisor Yes
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PERforM: Creating Special and Probationary Appraisals

The Create Performance Appraisal screen will open. The example below shows the
Appraisal in “Quick Scoring” mode.

NOTE: If performance objectives were not previously created for the appraisal type (Special
or Probationary), the Rater will not be able to proceed with the appraisal until this step has
been completed. In other words, a specific “set” of objectives must already exist for Special
or Probationary Appraisals. If the Rater initially created performance objectives which apply
to the employee’s Annual appraisal, a new — or duplicate set of objectives — must also be
created for other types of appraisals.
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Ewmplayes Name LEVY ,KELLY ANN Job Tiile TRATNING TECH IT

Supervisor Name FORBIS , ALLANT. CIVS Description TCP MERIT SY3TEM CLASSIFIED

Agency CFFICE ADNMINISTRATION-OPER Ferceniage Fulliime 1.0

Organization DERS-STAFF Months of Sarvice 162.0 months

Performance Appraisal Details
Appraisal Type Special Rating Feriod - Ovarall Score
Appraisal Status New Appraisal Date 5472007 4:56:15 PI Chvarall Rating

Appraisal Start Periad |:| & Appraisal End Periad |:| i

1. Knowledge of Work
. Quality of Work
[3. Situational Responsivencss

4. Initiative

6. Performance Planning and Documentation

. Leadership Skills
8. Management Skills

Overall Comments:

LCa\cuIate On\yl [ Subrmit Exermpt & Submit Attachments Print Preview &
Back to top

Detail explanation about button functionalit

The significant difference between creating an Annual Appraisal and creating a Special or
Probationary Appraisal is the need to enter the Appraisal’s Start Period and the Appraisal’s
End Period. To select an appraisal start date, the Rater will click on the calendar next to the
text box:
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A calendar will pop up for the Rater to select a start date for the Appraisal. The Rater will
click on the desired date to indicate the start date:
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The selected date will appear in the text box.
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y

The Rater can also type a date in the box instead of using the pop up calendar. For
example, the Rater could type the end date for the Appraisal directly in the box instead of

using the calendar.

Appraisal End Period 117472007 | [

Completing the Appraisal

After these initial steps have been completed, the Rater will complete and submit the
appraisal for approval in the same way Annual Appraisals are completed and submitted for
approval. Please review Creating Annual Appraisals for more information.
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